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INTERNAL ACTION PLAN & EVACUATION checklist

(Insert manufacturer name)
(Insert manufacturer facility address)
Purpose / Scope

To assist staff members and remind them of their roles in an emergency situation.

These plans cover Fire and Smoke Emergencies and Evacuation for any reason, and are to be read in conjunction with the Action Cards DOC143.
Responsibilities

It is the responsibility of the Area Warden and management to ensure that all staff are aware of the Internal Action Plan, evacuation routes and assembly area and to implement the Internal Action Plan for emergency evacuation in accordance with hospital policy, as and when required. 

Procedure

This document contains the Internal Action Plan and Evacuation Procedures for the (Insert manufacturer facility name) facility. Copies are located:

1. In the red Emergency Procedures Action Plan box in (Insert emergency action plan box location).

2. On the inside of (Insert facility name) entry doors – (Insert door ID numbers)
3. In the Safety Manual, located in the office of the Scientist in Charge.
The Evacuation Plan showing the primary and alternative evacuation routes is on the wall above the red Emergency Procedures Action Plan box in (Insert emergency action plan box location).

Action Cards with instructions for the person identifying a Code Red (1), Area Warden (2 & 3), Assembly Area Coordinator (4) and the Call-Up List are located in the red Emergency Procedures Action Plan box. Copies have been provided to the Emergency Management Unit.
Laminated Floor Plans and Do Not Enter signs are stored in the red Emergency Procedures Action Plan box.

Automatic Fire Alarm Notification
The automatic notification system was implemented for (Insert facility location) in (Insert implementation date: month, year). 

The system is activated when:

· a fire detector is automatically activated 

· a sprinkler head is activated 

· a break glass unit (BGU) is activated 

Upon Activation (insert applicable actions e.g.)
· The Alert Tone sounds 3 short alert tone beeps followed by the message - “Attention, attention, attention. An alarm has activated and is being investigated. Stand by for further instructions from your Area Warden”. The same message will repeat itself over the next 5 minutes. 

· Area Warden (AW) is to don the AW Orange Vest and activate the Internal Action Plan, including the Communications task of notifying adjacent departments and adjacent floors.

· AW to allocate staff to coordinate a search of the work area and stand by for feedback. If a hazard is identified, AW to phone (Insert institute internal emergency phone number).

· After 5 minutes, if not interrupted by the Shift Engineer, the Alert Tone will automatically change over to an Evacuation Tone: 3 long beeps followed by the message “Attention, attention, attention. Follow your Area Warden and Assembly Area Coordinator, and evacuate to your designated Assembly Area”. This sequence will be continually repeated until is it manually interrupted by the Shift Engineer in liaison with (Insert name of state fire and emergency services organisation). 
Evacuation checklist

	
	TASK 
	TICK BOX

	1. 
	Area Warden/Stand-in-Area Warden has put on the orange Vest?
	

	2. 
	(Insert emergency phone number) been phoned, stating location and category of emergency?
	

	3. 
	Adjacent areas have been notified? 
	

	4. 
	Assembly Area Coordinator role allocated? 

Wearing yellow AAC armband? 
	

	5. 
	All staff members notified?
	

	6. 
	All areas/rooms checked? 

Use copy of the floor plan from red box.
	

	7. 
	Staff attendance register taken from (Insert location of staff attendance register)
	

	8. 
	All lights turned on and doors closed? 

Doors to be left open in the case of  Code Purple (Bomb Threat)
	

	9. 
	Warning signs placed on outer doors? 

Outer doors attended? If staff numbers permit and safe to do so. 
	

	10. 
	Phones attended? While safe to do so.
	

	11. 
	Medical / Industrial gases isolated? 

If necessary, liase with the Shift Engineer.
	

	12. 
	In case of electrical fire: has power to the affected area / equipment been turned off? 
	

	13. 
	Roll call taken by the Assembly Area Coordinator (AAC) and details passed on to the Emergency Operations Centre (EOC)
	


Primary Evacuation Route:  (Insert detailed description of primary evacuation route to the designated Emergency Assembly area).

Alternate Evacuation Route:  If the primary evacuation route is blocked, then the alternative route is (Insert detailed description of alternative evacuation route to the designated Emergency Assembly area).

Roll Call: Once regrouped at the Assembly Area, the Assembly Area Coordinator is to conduct the roll call & report results to the Emergency Operations Centre (EOC) via Security 2 (the communications person assigned to the AAC). Staff members are to remain at the Assembly Area until the official Stand Down.

The AW and the ESC are kept informed of the result by Security 1 (the communications person assigned to the ESC). 

Use of Lifts: Unless authorised to do so by Fire & Rescue services, do not use the lifts during an evacuation.
All staff members must: 

· Be familiar with the primary and alternative evacuation routes and the assembly area.

· Ensure that the evacuation routes are kept clear of obstacles at all times.

· Know the names of staff members trained as Area Wardens.
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